FA processesto set up Site and Create Financial Framewor k

FASTDATA is composed of two different modules: one for the Fund
Administrator ("FA") and the other for the Site.

The FA has control of the money and can spread this money out to many different
Sites so that each Site can create the documents to obligate the money within the
constraints of the amount that the FA exports to them.

This procedure provides the steps necessary for aFASTDATA FA toinitiate one
or more Sites under the FA.

First of all, the FA must have FA security access for Users, Sites, Funds, Job
Orders, and Export in order to perform these processes.

FA softwareisinstalled.

Using FA software:
Add Site(s)
Add SiteUser ID’s
Add Serial Number Ranges
Add Responsibility Centers
Add OPTARs
Add Authorizations
Add Job Order Numbers (JONS)
Associate OPTARsto Site
Export Site Datato Site
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Add a Site

Y ou can add, duplicate, and delete sites from both the FA Maintenance window
Sites tab and the Site Maintenance window. Refer to the FA User Manua Chapter
6 for detailed information on adding, duplicating, modifying, and deleting sites.
Y ou may also select the New Site window’s Help button to obtain Cue Card

information, shown at right below.
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Add SiteUser |D’s and accesses

Click Process/ Users
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Add Serial Ranges

After the FA establishes a Site, the FA can add serial ranges for that site to use.
Open the Site Maintenance window, select the desired site, and select the Serial
Ranges tab.

Select the Add button.
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arial Range
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Select the Help button for more information about Serial Ranges
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Enter dataviathe Serial Range window for the Serial Range being added.

.~ Serial Range

Fa: [NO0281

Fizcal vear: |2EIEIEI Siter [55 [~

Description: |25 CHARACTER DESCRIPTION

Beqginning Senal: IS 5300

Lasgt Senal: 00000

E nding Serial: ISSSEIEI
SDM UIC: |SDNLII

OPTAR: [0S [~ Service Code:
Deactivate [ Acknowledged [
— Document Types
[~ MILSTRIP [ DD1155 [ AISDM Documerts
v DD448 ¥ NC2275 ¥ NC2276
v DD2g2 V¥ MAVPERS 122006 ¥ DD1610
W SF44 W DD1556 W EETTRE
WV MISCELLANEDLS ¥ DD1143
Change RLC... | l?l Cloze | Help

After entering data required for Serial Range, click on Save button.

Note message " Serial range was successfully saved"

Click on the Close button.
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Add a Responsibility Center

Click on Process/ FA / Responsibility Center s tab.
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Enter data required by the New Responsibility Center window.

Make the proper selection from the dropdown boxes available for System Code,
Budget Sys, PAA Type, CC Type, and Transfer Agency.

Click on the Save button.
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Note message "Responsibility Center SS was successfully saved"

When through adding New Responsibility Centers, click on " X" at upper right of
The "New Responsibility Centers' window to closeit.
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Add an OPTAR

First, make sure that the Active RC at the bottom right corner of the window is

showing the proper RC. If it isnot, change the RC by selecting Process/ Change
FY/QTR/RC.

Use the Responsibility Center dropdown box to select the proper RC, then select
the "OK™" button.

.~ Change FY/QTR/RC

Fizcal vear
Active Quarter: |4th "I Cancel |
Responsibility Center: Help |
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1~ FASTDATA - HOD281

File Edt “iew Process Beportz Tool: Window Help

2 SEHGe BMEIL @ 80 S0 K

R 7 14 4 o
1~ FA Maintenance
F&, Detail
M D000 Fa |D: NO02E1 Current Fizcal Year: [2000
L Deseription: [FLT COM TRG CT LANT Accounting System; [STARS-FL

MO0281

Sitesl Serial Fanges  Responsibility Centers l EIP'T.-’-‘-.FI'SI Athorizations | Job Order Numbersl

RC Authorized Dbligated Balance =

$470,995.20 $774,004.50

EE $267.000.00 $140.216.82 $126.78318

CC $150.000.00 $85.000.00 $65.000.00

DF $10.000.00 $6.335.00 $3.665.00

FF $516.000.00 $99,530.00 $416.470.00

PG $.219.000.00 $265.00 $218.735.00__J
TOTAL: $2.423.000.00 $5303,245.02 $1.61 9,?54.98ﬂ

Add... Duplicate. .. | Detailz... | Delete |
Ready [Fv: 2000 |QTR: 4th [RC: A4

Once the proper RC has been selected, continue to add an OPTAR by selecting
Process/ FA / OPTAR’stab.

Click on the Add button.
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Enter datarequired by the New OPTAR window similar to the following:

Ensure that you checkmark "Check for Funds:" so that funding may not be
exceeded.

-~ New OPTAR
OFTAR ID:ISS E sternal System Indicator: [NOME [~
Title: [25 CHAR MAX TITLE HERE Direct/Reimbursable: [D_]7]
Holder: HOLDER MAME HERE Check for Funds: ¥
Keeper: [CEEPER NAME HERE Site Cade:[ |7

Address: [ADDRESS LINE 1
|5DDRESS LINE 2
CITY STATE ZIF

Change FWFIE...l Address... | Save I Cloze Help

Click on the New OPTAR window’s Save button.

Addrezz Book Update E |

@ Save new addresz for ' HOLDER MAME HERE'?

Select Yesor No button on Address Book Update window depending upon
whether you want to save the holder’s new address.

Click on the New OPTAR window’s Close button.
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Add an Authorization

Click on Process/ FA / Authorizationstab
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Select the Add button
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Enter data required by New Authorization window. Ensure that you select the
proper OPTAR for this Authorization.

) New Authorization

Enter the Authorization detail:

—Authorization Detail

Re: A OPTAR:[S5[x] AuthiD: RUOTHID Labor: [~ SAG: |

Auth Desc: |.-'-‘-.L|TH DESCRIPTION GOES HERE Ceiing: [ Funu:tiu:un:l
Local Code; |LEIE.-'3.L Fenced: [ Subfunction: |

Froject Chtr; IF'HJ CTR

Customer: IELI STOM

— Fundz :

QTR Authorized Funds IIndistributed Authorizations |$I
st | 50.000.00 Optar iz marked as Cloze |
2nd | 50,000.00 Feimburzable.
It | 500,000.00 Help |
dth | 50,000.00
Tatal: | $150,000.00

Change FY/RC... |

Select the Save button.

Note the message "Authorization AUTHID was successfully saved".
(not shown in this example)

Select Close button.
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Add a Job Order Number

Click on Process/ FA [/ Job Order Number s tab.
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Select the Add button.
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Enter data required by New Job Order Number window under each applicable
tab. Ensurethat you select the proper OPTAR and Other or Labor Authorization.

.~ New Job Order Number
Enter the Job Order detailz:

General Information |.-’-‘-.c:n:n:nunting| Grantn:nrl Special Data

JOM: P ]

JON Description: JON DESCRIPTION GOES HERE

Statuz; |New [Incomplete] Espenze Element;
Local Code: [LOCAL CODE
OFT&R: (55 [~
Other Authonization: [AUTHID [=]| Other Cloze Date: Im
Other Cost: I—
Labar Autharization: | [=] Laber Clase Date: [00/00/0000
Labor Cost: I—
Object Clasz Code; W Promate to Dutyear: v
Export ta Site; [v Export ta STARS-FL: v

| Save I Cloze | Help |
Click on the Save button.
You'll get amessage "Job Order ...... was successfully saved."

Click theClose button.
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Associate OPTAR to Site

Use this processif you did not enter a Site Code on the OPTAR when it was

created. Thisprocess can aso be used to unassign and reassign the OPTAR’s to
Sites.
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Export Financial Framework to Site

Select Export / Site Data
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Enter datarequired by Export Site window.

1~ Export Site

Site: [39 [FASTDATA Windows Site] | =]

Lacation: |4 Browse... |

— Site Export Options

¥ Site Data [T Rebuild Expenditures
[T Site Pazzword

[+ BC's, OPTAR's, Authorizabions, and JOM's [T Reset Diskette Security
v Document Serial Mumnbers [T Site Menu Update

[T Buid Expenditures

LChange FY'... | E wpart I Cloze | Help

Use dropdown box to select the Site you want to send to.
Enter the location you want the exported file to go to.
Select data you want to export to the Site by checking the boxes.

Click the Export button.
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Because you chose to export Site Install (or Site Menu Update), you will get the

following window:

Select or unselect document types.

.~ Export Document Types

Select/un-zelect document types for expaort.

| @

QAN

System Aszzigned Memo Documents

DD1348-6 - MILSTRIP Requizition [Long Form]
MC2275 - Order for Work and Services

MC227E - Request for Contractual Procurement
SF1034 - Public Youcher for Purchazesz and Service
D01131 - Cazh Collection Youcher

MC20E1 - Utility Invoice/Certification

DD1155 - Purchase or Delivery Order

DD282 - Printing RequizitionOrder

SF1164 - Claim for Reimburzement

DD448 - Military | nterdepartmental Purchase Regquest
001149 - Requizition and InvoiceS hipping Document
MAWPERS 1320416 - Travel Order [TAD only]
DD1E10 - Travel Order [TAD only]

S5F44 - Purchaze Order/lnvoice Woucher

DD155E - Request, Authonzation, Agreement

FLEL CHITS

MISCELLAMEDOUS

GSA DOCUMENT

CIVILIAN LABDR

Ok

Cancel

Select Al

Unzelect Al

Help

pERE

Click on the OK button.
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SITE Processes

Site software isinstalled.

The software version you are using is provided on the Login Screen. The example
below shows that FASTDATA Site version 00-2 Software isin use.

1+ Site Login

Enter your ID and pazswaord ta lag inta FASTDATA Site - 00-2.
Diatabaze Uzer |D: |5|TE1P‘W B |
Fassward: | ****** Help |
e Database: |FasTDATA_SITE_SYBASE =]
Attemptz Remaining: &
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Cue Cards

B Site Module Cue Cards M=l E

FASTDATA Site Module Cue Cards Main Menu
¥ What would you like to do?

Learn about uzing FASTDATA cue cards
Log into Site Module

Zelect a site

Aocezs Site Module main window options
Aocess Site Module supplemental options

Accesz Site Module runtime options
Exit the application

To turn Cue Cards OFF, click on Help, then click on Cue Cards to remove the
checkmark.

To turn Cue Cards back ON, click on Help, then click on Cue Cards to replace the
checkmark.
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Using Site softwar e

Import Financial Framework from FA

Select Utilities / Import Comptroller Data
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B Site Module Cue Cards M=l E

Menu

Select a Folder

Uze the Select a Folder wwindowy to specify the folder where you wish to
save an expott file. This window opens when you select a IMilities menu
Export submenu item.

1. Specify the drive letter and folder where you wish to save the imgport file
by entering the required path and file name in the Folder name field.

“ou can alzo select the Browse button to open the Select Path window: and
zearch far the desired path. I you are initisting an export process, a Print
Expiort check box will dizplay on the Select a Falder windowy .

2. If you wizh to print the export report, check the Print Export Report
check b,

3. =elect the OK hutton ta bedin the import proces:z.

Select a Folder

Tupe in the name af the falder where your impart files are
|ozated. IF vou do not know the name, click Browse o

wiew the available falders. B

i

Eolder name: Help |

B
Browse...

Select Browse
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Bl Site Module Cue Cards

—
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If you selected Browse, you get the Select Path window:

1~ Select Path |
Folders: _EIK
o hfd-zite
; Cancel |

[..]

[E=PTERP] Help |
[IMPTERMP] —

[SITET]

[update]

Drrives

[ =]

In this case, highlight "SITE1" and click the Select Path window OK button.

Select a Folder |

Tupe in the name af the falder where your impart files are
lozated. IF vou do not know the name, click Browse o
wiew the available falders. B

i

Eolder name: Help

CAFD-SITEMSITEN

Click the Select a Folder window OK button.
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B Site Module Cue Cards M=l E

Menu | Mext |

Import Comptroller Data {LKilities (107 2)
Menu Import Submenu)

tranzactions from the F4. YWhen you select Import Comptroller Data from the
Ltiltie=s menu, the Select & Faolder windowe will open automatically, allowing
you to designate the location of the file(z] you wwizh to impart.

Befare you can import the desired files, you must knowy the location of the
file= ywou are going to import. For DOS FASTDATA users, the files to import
are ACID, AC20, ACID, ACAD, ACSD, ACED, ACTD, ACED, and ACID. For
Lzers running FASTDATA release 00-2 ar later for the Windows® apersting
syatem, the application swill import one file with an MPX extension.

1. Enter the path far the file(s) you wish to import in the Folder name field.
You alzo can select the Browse button to open the Select Path window
and search for the desired folder.

2. =elect the OK hutton ta begin the import process.
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MPX files are new with release 00-2 software.
| received the following message when | tried to import into a Site for which
the FA has not done an export.

.~ Import Comptroller Data

Fesults af the import process

Irpart -

The MFx file does not exist for thig zite: SITE-Puas MP=
Proceszing DOS files.

Mo 005 files found in selected directon.

Print Cloze i Help 1

Framewk.doc 9/28/2000 sds Page 30



